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1* Ihsewsadatism Discontinue filing F© m 1152, f«s? Personal Actioa, 

^ 1» life® Division m «ffc folder. 

Juatifieatioaj Upon receipt of a rogues* for pareotol mU m, five copto 
of For© 1152 are pulled from the soft file (or typed 1152a) * 
'Em copies are kept by the Section! on© is filed in the soft 
film with the Branch reguest! and one is filed in a Suapenae 
file until the related Form U$0 f* roeeiwd from the Office 
of Personnel* Use Tom H5Sfc in the soft folder serves no 
reel purpose since the Fora H90 is filed shea the action is 
actually taken. 



Becemnemdatlcnt 

Justification: 


1. 


3. ReeoKBKsMation; 

Justifications 



4. Reccaaaendatiom 


Discontinue filing Reguest for draining in the Division 
soft file. 

Two conies of Xiocu&sts for Tcaiaing. are retained by the 
Section. One is filed la the soft felder and one in the 
Sustains Reguest file* Upon coopleticsi of training, a espy 
of the evaluation In filed i» the soft folder* ihe draining 
Reguest torn in the soft file so rvm no real purpose and may 
bo misleading if the training was not cosiidetM.. 

Eliminate the tm»k Dispatch Cfcrono Files and to filing of 
Suspense copies ia the soft file®. 

m.w& a dispatch Is sent forward for stature, copies are 
filed la to office ebrorso, a desk ebroao, as*d "to soft file,. 
Dima to dispatch is signed mud returned far release, to 
ted ton 1© destroyed and a signed copy replaces to 
suspense copy fiat to soft file, ffais system provides two 
suspense files wad requires three filing operations, which 
should ho unmecssary sine© the office chrono file could bo 
checked, if required. 

Diseoatintj®: mintenaneo of to? 3^5 station card for field 
reasslgnmat cases. 


Justification: 

A 


Upon notice of- arrival of an ess^loysc in to field, two 3 x 
5 cards are sot up to ccmtrol future r^sslgweeat. One card 
servos as a tickler for euSsmittal of Form 202 and is not guos- 
tiomd. to second card ia filed hy st&tie® and shows to 
and arrival, date. It is maintained oa the desk and ia 
used to answer occasional inquiries. However, the game infer* 
Btttion ia available on to Wl card and ia to soft flic* Hbin- 
toance of to card ia at* unwarranted dt^Xicatim of effort* 




td 
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Til. tM Se.14.IKy «* »*«*•«“ ****“ in the .oft f 11 . 

au.tlfle.tlen: 

avedtoble la the aoft filo* 


6. BrnPmtxmtiMOii KLtotoato toe Action Cable lag 


25X1 A A 


10fi vith apralo to cntrle e to mtototoad for «11 cable* 
, . ~ An entry 1* Included to abow 

invariably the »uper- 

XT Sf^TSTStSit.4 tw per toy) » that 

S^k^t^U^M SS in'th. Sentry- 


Lag for Regulation* and Hotioea re- 



Kv-m Recoaatadat ion : W L tolnftt a toe 
bAm K * co * B “ t *“* oeivad fW Co 

. „ _ . fc 4M lariat la a&totatoed and, to addition to too 

Ju.tlfle.tlon: Sr2“ 2H.S *»•**» ^ ^ 

J/\ ii a need for control, but thia to a au^leati^o^ne ww 

control being aatotaiaed by toe 0ffiee ** *** 25X1 A 


8. 


ReeanBentotlom Eltoinato toe Dla^ateb tog. 


Justifications 






5 iV 


,\SJ 


i i-’" 




25X1 A 


25X1 A 


25X1 A 


9 * 


One eofy of toe attract, received with 

T?£t 

^SS^i^^vSSSSS. 

^S^vL^ne f!lg to tocate it toil* to srooeto, and 

2 ^.^r^tdrSitn 

aas>son handling toe case ease raadily be deta^.tr.nea,, 

Cto SSSoly -* « “ffaiaSSSTaS 

Dlvl.^, weh » log nece>M*y. ( f > t 3 *® 

atly eurwyga, ^ — _| ^ agreed to discontinue a 

ggJTigaStf^ 

2SS£?2iJ!H57S&> «* -«*- — « ««“ *” 

post to toteawtoed. (Action tohon) 
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Justification: 


Recommendat ion s 


Justification: 


Sis copies of Form 25$* Ms&ieal Action Request and Report* 
art submitted far each returnee . If the returnee is to he 
reassigned overseas* hut the post is not known at 'the time 
the Fora 259 is submitted* it has been necessary in the past 
to submit & second set of fanes to obtain the medical evalu- 
ation fear the nev post* After discussion 4th the Medical 
Office representative, it v&s determined that evaluation 
could he made m an area, rather than a specific post basis. 

a. File the Branch request for Bars Onewl Action in the 
blue hook as a suspense* or action pending. 

V* Forward the two copies of Form U52 to the Office of 
Security, or destroy when not needed. 

Five partially coveted copies of Form 1152 are supplied by 
the Office of Personnel for use in processing requests far' 
personnel actions for each individual. Three copies are 
forwarded and two retained* An additional two copies are 
needed for the Office of Sec** if PCS* change in office* 
or separation is involved. These two extra copies must he 
typed. The two copies nor retained by Mk could be used 
for the Office of Security if recommendation #1 is adopted* 
and if the Branch Request for Action is used as the Suspense 
copy. 


11* Recommendation: 



Forward all three copies of Form 202, Field Reassignment 
Questionnaire, to the Branch with request to enter comments 
on all copies:* 


Three copies of each Form 202 ere received from the field. 

present practice provides for forwarding out c opy to the 
Branch for comment and retaining two copies in RBAHfeHB 

return of the Bra nch cop y, t he com ments are typeRi tnJ5X1A 
two ccpie. held by 4m J^SiSL^xiA 

card on each case* showESi^ceip^md where forwarded* and 
there appears to be no reason all three copies should net be 
sent to- -the Branch with a request to enter cements on all 
copies. (Can be done with carbon* with one typing.) 


12. Recommendation: a 


Discontinue notifying field, employees of Insurance Settle- 
ments involving amounts over #35.00. 
h. File the Office of Personnel mm® concerning the settlement 
in a ohrono file for one year and then ‘ 




Justification: 


The Office of Personnel sends to a copy of each 25X1A 

memor a ndum to the Comptroller conceruSSj^the settlement of an 
Insurance Claim, for amounts over $35.00. If stationed at 
Sji^uarterii, the employee i* shown the memo which ie then 
filed is the soft file* If stationed in the field, a dispatch, 
setting forth the details of the memo, is. forwarded to the •»- 
Sieyee and the memo and copy of the dispatch are filed* The 
eatfloyes receives a s imi la r notice fr om the f ield Finance Officer* 


SO does sot need to be notified by 
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for alaittt under $33 .00, car the 
m, is forwarded to the Division 


(If the eiBpl oyee it assigned to Heed- 


and the fora it 


that the form 


to the 


potted' to the contract H card file end are then filed 1 
toft f older. There appears to he no real need for thle 
additional Infowaation on the PI cards. 


vf/ Just if ioation : 

bl\ 


Becoawcnd&tion: a 


III isfomtioa on the PI file it available in ether records 
of the Section. The Section poet#, all actions currently to 
the JM T/0 listing and generally uses it for the frequent 
references efcieh putt he wade to a source arranged organisa- 
tionally. References concerning individuals are less frtM&mn 
end can. he answered hy checking the soft file. ^ 

a. Maintain on a current hasis only those Regulations effect- 
ing the Section, i.e., Personnel, Securit y, sa d Training, 
h. Use the Regulations is the Office of the C^|for any ©the 
necessary references. 


Justification* 
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SEuSl i 

involves the scnthly typing of about 1 § pages of entries 
min tain tag jamn&l entries on a running record, of pro- 
cessing steps occurring during the month. latter 
duplicates entries also wade on a 3 * 5 ««**& record and 
could be eliminated If the report were not required. 

Forward copy of Form M- 56 O, (Periodic Step Increase) to the 
affected employee. 

Regulation Provides that a copy of Form M- 56 O 

vm be senH 5 H 55 o^H» official certification of approv- 
al and affective date of a periodic step increase. In mh, 
the eaployee is not given a copy of this notice* 

Forward to the individual concerned the "ewployee** copy" of 
Form 1150, (Settee of Personnel Action) . 

Office of Personnel procedure® provide for an "employee's 
copy” of Form 1150 for all types of personnel actions. In 
SEA, this copy is not given to the * “ 


25X1 A Justification; 



~3yV~ 


JLr? 
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